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BACKGROUND

Teework refersto paid employment performed away from the conventiond office, either at home or at
an dternative office Ste, for an agreed-upon portion of the workweek. Telework should not be
confused with home-based businesses or independent contractor arrangementsin the home. It dso
differs from sStuations where employees permanently work out of their home, traveling dally to dlients or
audit and ingpection stes on premises not controlled by their employers. Telework is aso known as
telecommuting, flexiplace, and work-at-home.

The 2001 Department of Transportation appropriations measure, which became law in

October 2000 (Public Law 106-346), requires agencies to establish policies alowing digible
employees to tdework “to the maximum extent possible without diminishing employee performance.”
The law dso directs OPM to ensure that the requirement appliesto at least twenty-five percent of the
Federd workforce within sx months, and to an additional twenty-five percent each year thereafter.

POLICY

Teework Implementation Plans. In accordance with Section 359 of Public Law 106-346, it isthe
DOC palicy to dlow digible employeesto work a sites away from their officia workplaces during all
or aportion of their regular workweek. To implement this policy to the fullest extent possible, the
Department’ s bureaus and operating units will each establish atdlework implementation plan that

- providesaminimum of twenty-five percent of digible employeesto telework by
October 2001, followed by an additiond twenty-five percent each year for the next three
years,

- pecifiesthe types of postions or duties within positions thet are suitable and digible for
telework;

- authorizes the expenditure of funds to cover expenses associated with approved telework
arrangements, subject to funding availability and manageria discretion;

- establishes a process for gpproving telework arrangements;

- provides for orienting new teleworkers and their supervisors regarding the program and
their respongibilities; and

- edtablishes procedures for administering and evauating the telework program in their
organizations.

Approving Official. Teework implementation planswill identify the officia(s) in each organization
who will be authorized to gpprove tedlework arrangements. Approving officias must be at a sufficiently
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high level within the organization to ensure adequiate review and control. Where that officid is someone
other than an employee' simmediate supervisor, the supervisor must concur regarding the duties to be
performed at the dternative worksite and the employee s digibility to participate.

Voluntary Participation. Employee participation in telework is voluntary and employees may
terminate their participation at any time. While tdlework is a management option, organizations may not
direct or coerce employees to participate. Written agreements documenting the terms and conditions of
regularly scheduled telework arrangements will be drafted and maintained in accordance with the
telework implementation plan.

M odification and Termination. Telework isamanagement option rather than an employee benefit
and does not change the terms and conditions of employment. The operational needs of the
bureau/operating unit are paramount. Employees who telework do not have an automatic right to
continue to telework. Telework arrangements may be modified, adjusted, or terminated at any time
deemed necessary by management or when requested by an employee. Management has the right at
any time to end an employee s use of telework, if, for example, the employee’ s performance declines
or if the arrangement no longer meets the organization’ s needs. Participation in telework will be
terminated when the employee no longer meets the digibility criteria

Management shdl provide sufficient notice, when feasible, before modifying or terminating atedework
agreement to alow the affected employee to make necessary arrangements. The reason for termination
will be documented in atermination agreement (See sample Termination Form on page 22) signed by
the approving officid and furnished to the affected employee. Consent or acknowledgment via
sgnature by the terminating employee is not required for the termination to take effect.

Equal Opportunity. Participation in telework is open to al digible employees without regard to race,
color, gender, rdigion, nationa origin, maritd status, age, disability, or sexud orientation.

Standards of Conduct and Ethics. Employees who telework are expected to comply with the DOC
standards of conduct and ethics contained in Departmental Adminigtrative Order (DAQO) 202-735-A,
while working at the alternate work ste. DAO 202-735-A isavailable at
http://www.osec.doc.gov/omo/dans/202-735a.htm.  Failure to comply may result in termination of the
telework agreement and disciplinary action for misconduct.

L abor-M anagement Relations. In organizations where employees are represented by a labor
organization accorded exclusive recognition, management is obligated to notify the labor organization of
its intent to implement this policy and negotiate in good faith, as gppropriate. Organizations are
encouraged to involve labor unions at the earliest stages of planning and implementation. Nothing in this
policy shal abrogate or override any collective bargaining agreements in effect on the date this policy is
issued.
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SCOPE

The provisons of this document apply to al supervisory and non-supervisory employees participating in
the DOC Tdework Program. They do not apply to employees serving probationary or trid periods,
nor for student interns unless an exception is authorized by the DOC Office of Human Resources
Management (OHRM) based on operationa need. For purposes of telework, the dternate work siteis
considered to be an officid Government work site. The conventiond work site will continue to be the
officid duty station of an employee who teleworks.

PROGRAM OVERSIGHT AND RESPONSIBILITIES

OHRM isresponghble for Departmenta oversight of the DOC Telework Program and any reporting
requirements to OPM. OHRM shdl gpprove and monitor the various implementation plans to assure
consstency across the bureaus and operating units in the implementation of the DOC telework
program. OHRM shdl periodically review telework approvas and disgpprovas to ensure congstency
of gpplication, direct changes as necessary, and provide training as required.

Each Bureau/Or ganization is responsible for the development, funding, administration, operation and
evaudion of itsteework implementation plan. Each bureau/operating unit shal provide a copy of its
telework implementation plan to OHRM prior to the plan’s implementation. No such plan shdl be
implemented without the prior OHRM approval.

Approving officials authorize participation in the telework program. Approving officids are
responsible for documenting approval/disapproval decisions and the rationae for such decisions, for
each employee request to participate in the telework program. Upon request, gpproving officids are
required to provide to OHRM documented gpprovas and disapprovals to alow monitoring of the
program for consstency among gpproving officids.

Supervisors are responsible for the overall management and success of teleworking within their work
units, including day-to-day operations, modifications to individua telework agreements to meet mission
needs or changing circumstances, and maintaining records and information necessary for evauation of
the program.

Principal and servicing human resour ces manager s are responsible for providing advice and
assgtance to client organizations on the telework program.

REPORTING REQUIREMENTS
Periodicaly, bureaus and operating units will be required to report to OHRM on the status and success

of their tdlework programs. As a minimum, organizations will be expected to furnish data on the
number of employees digible to participate in tdlework and the number actualy participating.
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IDENTIFYING JOBSAND DUTIESSUITED FOR TELEWORK

Although many positions are suitable for telework, the new law recognizes that not al aspects of dl
jobs can be performed at dternate work sites. Each organization must identify the positionsthat are
suitable for telework as well as those positions that, when considered in their entirety, are not.

Work suitable for telework depends on job content, rather than job series or title, type of appointment,
or work schedule. But even jobs not entirely suited for telework may contain duties that can be
performed at an dternate work Ste either on aregularly scheduled or episodic basis.

Generd Services Adminidration guiddines identify severd tasks and functions generdly suited for
telework include. Theseinclude, but are not limited to:

- thinking and writing;

- policy development;
research;

_ andysis (eg. invedigating, program andys's, policy andyss, financid analyss);
report writing;

telephone-intensve tasks,

computer-oriented tasks (e.g. programming, data entry, word processing, web page

design); or
data processing, in casesin which the security of data can be adequately assured.

Positions not generally eligiblefor telework are those positions, as determined by the management

of each organization, involving tasks that are not suitable to be performed away from the traditional
worksite, including tasks that:

- require the employee to have daily face-to-face contact with the supervisor, colleagues,
clients, or the generd public in order to perform his or her job effectively, which cannot
otherwise be achieved via emall, telephone, fax or amilar eectronic means,

- require daily accessto dassfied information;

- involve the congruction/ingtdlation, maintenance, and/or repair of Commerce facilities,

- involve the physical protection of Commerce facilities or employees,

- are part of trainee or entry level postions.
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SELECTING TELEWORK PARTICIPANTS

Basic Eligibility Requirements. Although the gpproving officid has decision authority, an employee
and supervisor should work together to determine if telework is appropriate. An employee may be
authorized to telework if:

- The immediate supervisor certifies that sufficient duties or work activities can suitably
be performed at an dternate work site;

- For afive level performance management system, the employee’ s most recent
performance gppraisd is“Commendable’ or “Outstanding,” his’her record of
attendance shows no pattern of leave abuse or excessive absence, as determined by the

organizationa unit, and the immediate supervisor certifies that no additiond factors, as
described below, preclude the employee from entering into a telework agreement.

- For apassffall performance management system, the employee’ s most recent
performance appraisa is “Meets or Exceeds Expectations’ or “Eligible’ depending
upon the system, and in the performance of hisher duties, the employee consstently
meets performance plan objectivesin terms of qudity and quantity of work,
demondtrates a high level of proficiency in solving problems as they arise, and produces
high quality written products which are unambiguous and convincing. The employee
must dso demondrate a high leve of reighbility in following supervisory and
organizationd policies and proceduresin the performance of assgned duties. Asfor
the five level performance management system, the employee’ s record of attendance
shows no pattern of leave abuse or excessive absence, as determined by the
organizationa unit, and the immediate supervisor certifies that no additiond factors, as
described below, preclude the employee from entering into a telework agreement.

- The employee sgns awritten telework agreemen.

Additional Factorsfor Condderation. Indetermining if telework is gppropriate, bureaus and
operating units should establish additiond factors to augment the basic digibility requirements. These
factors mugt be identified in the telework implementation plan. Examples of additiona factors are:

- Conduct. |Isthe employee's conduct considered acceptable? A record of misconduct
does not necessarily prevent an employee from teleworking but it can be considered
when the nature of the misconduct may cast doubt on the employee s ability to
successfully work at an dternative work ste. For example, an employee with a history
of unauthorized absences or leaving the work site without permission may not be a
suitable candidate for telework.
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Supervison. |Isthe employee capable of working without close supervison? Teework
may not be suitable for employees in developmenta or on-the-job training assgnments
which require close monitoring.

Organization and time management skills. 1sthe employee effective in setting work
priorities and meeting deadlines?

Contact with others. Does the employee need to have face-to-face contact with the
supervisor, other employees, dlients, or the generd public?

Immovable materid. Does the employee need access to materid that cannot be moved
from the regular workplace?

Facilities and equipment. |sthe bureaw/operating unit cgpable of providing specid
equipment or facilities necessary for the employee to telework? Would it be costly for
the organization to duplicate the same leve of security at the dternate workplace?

Other. Does the employee need to be in the office to learn the organization? Will
telework adversaly affect the performance of the employee who teleworks or his or her
coworkers?

AUTHORIZED TELEWORK ARRANGEMENTS

The Department authorizes two types of telework arrangements, based on a redlization that
organizational and employee needs vary considerably and should be addressed on a case-by case
bass. Some employees may desire or need only occasiona periods of work place flexibility, while
others may wish to telework for longer periods under regularly scheduled arrangements. The intent isto
provide individua supervisors and employees with flexibility in establishing arrangements that are
responsive to unique work and persona situations. DOC employees may request one of the following
telework arrangements.

Intermittent or Episodic - Approved telework performed on an occasiond, one-
time, or irregular basis. (Telework of less than one day per pay period is consdered ad
hoc.)
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- Regularly Scheduled- Approved telework where the eigible employee regularly
works at least one day per bi-weekly pay period at an aternate work site.

TELEWORK AGREEMENTS

Approved telework participants must sgn atelework agreement before participating in telework. A
copy of the signed telework agreement will be provided to the person(s) responsible for maintaining
telework records in the organization. For employees who telework on an intermittent badi's, a separate
agreement for each telework episode is not necessary if the employee has sSigned an agreement to
telework on an intermittent basis. Individud telework agreements must be renewed at least annudly.

The telework agreement (see the sample Telework Application and Agreement on page 15) coversthe
terms and conditions of the telework arrangement. 1t dso congtitutes an agreement by the employee to
adhere to gpplicable guiddines and policies. The telework agreement covers items such asthe
voluntary nature of the arrangement; duration of the telework agreement; hours and days of duty at
each work site; respongbilities for timekeeping, leave gpprova and requests for overtime and
compensatory time; performance requirements; proper use and safeguards of Government property
and records; and standards of conduct.

ESTABLISHING THE WORK SCHEDULE

For telework arrangements established on aregularly-scheduled basis, each telework agreement shal
provide for aminimum number of daysin the office. Employees are required to spend at least part of
the week in the conventiond office to minimize isolation and communication problems, facilitate
integration of the teleworking employee with co-workers in the conventiona office, and attend required
mestings, unless specifically exempted in writing by the agency head.

Work schedules identify the days and times the employee will work in each work setting. Normadly,
work scheduleswill parallel those at the regular work site but can be structured to meet the needs of
participating employees and their supervisors. The process of establishing work schedules permits
periodic adjusments to achieve an optima schedule which can meet organizationd requirements and
suit employee needs. Work schedules may aso include fixed times during the day for
supervisor/employee telephone conversations. Establishing such times may be helpful to ensure ongoing
communication. Electronic mail and voice mail offer additiona supervisor/employee communications

options.

HOURSOF DUTY, TIME AND ATTENDANCE AND PAY, AND OTHER
MISCELLANEOUS |ISSUES

Hours of Duty. Normdly, employeeswho telework will work the same schedules that they work in
the regular office. Work schedules may be changed with supervisor approva and in accordance with
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established procedures. Completdy unstructured arrangements where employees work at the
dternative work ste a will are not permitted. For additiona information on hours of duty, consult the
DOC Leave Handbook at http://ohrm.doc.gov/information/handbook/leave(toc).htm.

Certification and Control of Time and Attendance. Proper monitoring and certification of
employee work time s critica to the success of the program. The Generd Accounting Office guiddines
regarding employees a remote Stes require that agencies establish atime accounting method that
provides the supervisor with reasonable assurance that employees at remote Sites are working when
scheduled. Some approved techniques mentioned, which could be applicable to telework
arrangements, include: occasiond supervisory telephone cdls or eemails to an employee during times
the employee is scheduled to be on duty; occasiond vidts by the supervisor to the employee's
dternative work site; and determining reasonableness of work output for time spent.

Overtime Work. In accordance with DOC pay policy, overtime must be approved in advance to
preclude any unintended ligbility for premium pay. Employees who telework must have prior
supervisory approva to work beyond their norma hours of duty. Failure to obtain supervisory
goprova may result in the termination of the telework arrangement. For additiond information on
overtime, consult the DOC Premium Pay Manua at_hitp://ohrm.doc.gov/information/handbook/
premium.htm.

Leave. Proceduresfor requesting leave remain unchanged. Employees are respongble for obtaining
leave gpprova in advance and keeping timekeepers informed of leave usage. For additiona
information on leave, consult the DOC L eave handbook at
http://ohrm.doc.gov/information/handbook/| eave(toc).htm.

Workplace Environment. Any employee participating in telework is expected to perform hisher
duties and respongbilities a the telework location a a proficiency level equa to or greater than when
performed onsite and work for the entire time period scheduled. Consequently, it is criticd that the
dternate work-gte be free from digtractions and the employee free from obligations which would impair
his’her ability to provide the same time and level of attention to the work product as when onsite.

Dependent Care. No telework arrangement is authorized which entails the employee providing of day
careto any individud.

Emergency Conditions. Although avariety of circumstances may affect individud stuations, the
principles governing adminigrative leave, dismissas, and dlosngs remain unchanged. If the employing
organization announces an early dismissa due to inclement wesather to alow employeesto return home
safdy and the employeeisworking at a GSA Telecenter, the employee will follow the dismissal
procedures of the Telecenter. If the employee isworking a home when an early dismissa dueto
inclement wesether is announced, the employee shall exercise discretion as to whether (Sheis capable
of continuing work for the rest of the regularly scheduled shift. On a*“snow closing day,” employees
who telework will be excused if the regular officeis excused. When the employing organization
announces an early dismissal of employees for non-emergency conditions such as on the day prior to a
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Federd holiday, employees who telework will be excused. When an emergency affects only the
aternate workplace for amajor portion of the workday, the employee is expected to report to the
regular office or request supervisory approva of annud leave, compensatory time, credit hoursif on a
flexible work schedule, or leave without pay. When an employee knows in advance of a Stuation that
would preclude working at the dternate workplace, the employee must either come to the regular office
or request leave. For additional information, consult the DOC Leave Handbook a
http://ohrm.doc.gov/information/ handbook/l eave(toc).htm.

Workers Compensation. Employeeswho telework are covered by the Federal Tort Claims Act or
the Federd Employees Compensation Act and qudify for continuation of pay or workers
compensation for injuries or illnesses sustained while performing tharr officia duties.

Thisisone reason that it is vital that a specific authorized work location must be identified in advance
and adhered to by the employee. (Seefurther discussion below in "FACILITIES AND
EQUIPMENT ISSUES.")

The supervisor's signature on the request for compensation attests only to what the supervisor can
reasonably know, whether the event occurred at the conventiona work site or a an dternative work
dte during officia duty. Under normal circumstances, supervisors are often not present when an
employee susains an injury. Employees, in dl Stuaions, bear repongbility for informing their
immediate supervisor of aninjury at the earliest time possible. They must dso provide details to the
Department of Labor whenfilingadam.

Teework arrangements for employees who currently are receiving continuation of pay or workers
compensation can help put them back to work and take them off the workers' compensation rolls.
Also, supervisors may be able to find work that such employees are able to perform a home, or
restructure existing work so that some of it may be completed at home.

Duty Station. For pay purposes, the "officiad duty station™ is the employee's conventiond office. The
teleworking employegs officia duty Sation serves asthe basis for determining specid sdary rates.

FACILITIESAND EQUIPMENT

Home Alter native Office. In the employee’ s home, a specific work location for performance of
work-at-home duties must be identified and authorized in advance. Requirements will vary depending
on the nature of the work and the equipment needed to perform the work. At a minimum, employees
should be able to easily communicate by telephone with the supervisor, coworkers and serviced clients
during the work-at-home day. In addition, employees are responsible for verifying and ensuring that
their home work areas comply with hedth and safety requirements (see the sample Safety Checklist on
page 19) . Home work areas must be clean and free of obstructions, in compliance with al building
codes, and free of hazardous materials. An employee's request to telework may be disapproved or
rescinded based on safety problems or the presence of hazardous materials. A supervisor or

Department of Commerce Telework Program January 2003
10



designated safety officid may ingpect the home office for compliance with hedth and safety
requirements when deemed appropriate.

Gover nment-owned Equipment. Bureaus and operating units will establish their own procedures
regarding the purchase or trandfer and ingtdlation of Government-owned equipment for its employees
who telework. Bureaus/operating units are under no obligation to provide Government-owned
equipment to their employees soldy for the purpose of teleworking. Government-owned equipment is
to be used only for officia business and the Government retains ownership and control of the hardware,
software and data. In these Stuations, the Government is respongble for the maintenance, repair, and
replacement of such equipment. Teleworking employees must notify their supervisorsimmediately of
any mafunction of Government-owned equipment.

Only hardware and software configuration procured by the Government and authorized by the
gpproving officid for the telework agreement should be ingtalled on the Government-owned computers.

Under no circumstances will employees be dlowed to add non-Government owned or unauthorized
hardware or software to the Government-owned computer.

Computer Software Copyrights. Where individua license agreements alow for computer software
to be ingdled on multiple computers, aslong as only oneisin use a any given time, employees may
ingal Government-licensed computer software on the home office computer to perform officid work.
Each software manufacturer’ s license agreement’ s terms must be examined on a case by case basisto
determine whether or not thisis permissible by the operating unit Chief Information Officer who will
consult with the Office of Generd Counsd on the interpretation of any license. Thiswill reduce out-of-
pocket expenses for the employee, while expanding the nature of work that may be performed at the
home aternative office.

If the teleworking employee is usng-his or her personal computer equipment a home, the employeeis
responsible for the purchasing, servicing, and maintenance costs associated with that equipment. The
Government will not remburse employees for such costs.

For officia Government business only and specific to the telework arrangement, appropriated funds
may be used to pay for telephone line ingalation and monthly service charges for telephone, cable, or
ISDN linesin the private resdence of tdleworking employees. Bureaus are under no obligation to
provide funds for such ingdlation and monthly service charge. However, the Government cannot pay
for ingdlation or monthly services charges for asingle telephone, cable, or ISDN line that will be used
for both Government and persond business purposes. Government calling cards may be used by
teleworking employee to make long distance telephone cdls to conduct officia government business.

The teleworking employee is expected to pay for al costsincurred in operating an dternative
office a home. As a consequence, the following represent cost issues for employees electing to work
a home:
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- The government will not reimburse employees for home utility costs associated with
working a home.

- If the employee furnishes his or her own workgtation a home, the government will not
reimburse the employee for the purchasing costs. In addition, the employee is
responsible for the maintenance, repair, and replacement of such equipment. Note: A
typicd workstation requires the following: 1) a persona computer; 2) amodem; 3)
telecommunications software; 4) Internet service; 5) Internet browser software; 6) anti-
virus software; and 7) general purpose software (e.g. word processing, Sporeadshedt,
and presentation graphics software).

Telecenters. Authorized telecenters are those established by GSA. For afee (per work station, per
month, and depending on location), employees will have access to awide array of up-to-date
equipment, including modular work stations, a telephone with local and FTS 2000 service, a high speed
computer with a color monitor and modem, laser printer, facsmile machine, multi-function copier,
conference and storage space.

Each bureau will establish procedures to consolidate and manage requests for work stations within the
Federd Telecenters and establish one agreement per Bureau for al its operating units. Payment to
GSA will be made by the Bureau from one account with individua offices providing reimbursement. Al
costs must be absorbed within alocated operating budgets.

A liging of GSA Tdework Centers can be found at http://hydra.gsa.gov/pbs/owi/tclist.htm.
PRIVACY ACT, SENSITIVE OR CLASSIFIED INFORMATION

Decisons regarding the proper use and handling of sengitive data, as well as records subject to the
Privacy Act, will be made by theindividua supervisors who permit employeesto work a home. Care
must be taken to ensure records subject to the Privacy Act and sengitive non-classified data are not
disclosed to anyone except those who are authorized access to perform their duties. Classified data
may not be removed from employees officid work stesto off-gte locations.

TELEWORKING INFORMATION TECHNOLOGY SECURITY POLICY

Teeworkers are responsble for following the Department’ s Information Technology Security Program
Policy, Remote Access Security Policy and Minimum Implementation Standards, dl applicable policies
contained in the Department’ s Information Technology Management Handbook,and his’her operating
unit’s teleworking information technology (IT) security policies to maximize the security of the
information and systems under their control. Departmentd 1T policies are available a
http://mww.osec.doc.gov/cio/I TMHweb/ITMHWEB1.html. The workplace and workstation must be
Set up to afford secure information processing, including the proper storage of sengtive information in
both eectronic and paper form. The teleworker, following operating unit policies, must minimize
security vulnerabilities to the workstation and the DOC network.
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Supervisors are responsible for ensuring that teleworkers agree to follow the security practices outlined
in the operating unit’ s teleworking I'T security policies.

The Department’s Chief Information Officer (CIO) is responsible for issuing and maintaining policies
and minimum implementation standards for remote access security, which includes accessto I T systems
required for tdlework. These policies and minimum implementation standards outline responsibilities of
ClOs aswell astdeworkers to enable an effective working environment for the teleworker and the
protection of Department systems from undue risk. Operating unit ClOs, with the support of their IT
security officers, are responsible for establishing teleworking I T security procedures specific to their
operating unit and providing secure telecommuting resources and operationa controls commensurate
with the sengtivity of the data processed, consstent with policies and minimum implementation
standards provided by the Department’s CIO.

PREPARING FOR THE TELEWORK ARRANGEMENT
The following actions are to be taken when establishing a telework arrangement:

- The interested employee submits a completed gpplication to the immediate supervisor
(see sample Telework Application and Agreement on page 15).

- The employee and supervisor discuss the proposed telework arrangement and the type
of work to be done by the employee at an dternative work Site.

- If asuitable arrangement is reached, the employee and supervisor complete the sample
Tdework Application and Agreement and the sdf-certification safety checkligt if the
dternate work siteisin the employee' s home (see pages 15 through 21).

- The tdlework agreement is signed by the employee, immediate supervisor and the
telework approving officid.

- Information required for ng the secured operations of the conventiond officeis
obtained.

- Depending on whether the dternative work ste is the employee’ s home or a Federd
Teecenter, one of the following actions will be necessary:

0 To useaGSA Federa Tdecenter, arrangements must first be made to:

- Tentatively reserve awork station for the employee at the desired
tel ecenter.
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0 If the employee will use higher home equipment, arrangements must be made
to:

- Borrow software ingdlation disks (or CDS) and ingtalation
indructions for ingtaling on the employee’ s personad computer at home
(if software package s licenang agreement alows).

TELEWORK TRAINING

Training sessions on the basics of the DOC Teework Program will ensure a common understanding of
its requirements. At aminimum, participating employees must atend atelework training sesson which
outlines their role and responsibilities in the telework arrangement prior to participation. Supervisors
must attend a training sesson which addresses determining position and employee digibility for
telework and employee and supervisor roles in the telework arrangement. The format of the training
and manner of delivery will be determined by the organization and the servicing human resources office.
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SAMPLE TELEWORK APPLICATION AND AGREEMENT

Section | (To be completed by the employee)

Employee' sName: Organization: Telephone:
Supervisor'sName and Title: Telephone:
Address and Description of Alternate Work ste: Telephone:

Description of work to be performed at the Alternate Workplace:

Equipment needed to perform work at the adternate workplace:

Furnished by the Employee Furnished by the Agency

Telework Scheduleand Tour of Duty: ( )Regularly Scheduled () Intermittent
Work Schedule Hours:

AWS Day Off (if applicable):

Telework Days.

Voluntary Participation

Department of Commerce Telework Program January 2003
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The applicant voluntarily agreesto work &t the approved aternate workplace indicated above
and to follow al gpplicable policies and procedures. The applicant recognizes that the
telework arrangement isa privilege, not aright.

Salary and Benefits
The supervisor and applicant agree that atelework arrangement is not a basis for changing the
applicant’ s sdlary or benefits.

Official Duties
The applicant agrees not to conduct persond business while in an officid duty Satus at the
dternate work place (for example, caring for dependents or making home repairs are
prohibited). Furthermore, the applicant agrees that telework is not a subgtitute for childcare,
and that he or she will make appropriate arrangements for childcare as necessary to provide for
aminimum of interruptions during the workday.

Time and Attendance
The supervisor agrees to certify bi-weekly the time and attendance for hours worked at the
regular office and the aternate workplace and to make sure that the applicant’ s timekeeper has
acopy of the gpplicant’swork schedule. The employee may be required, at the supervisor's
election, to complete a self-certification form.

L eave
The applicant agrees to follow established office procedures for requesting and obtaining
gpprova for leave.

Overtime
The gpplicant agrees to work overtime only when approved in writing and in advance by the
supervisor, and understands that claimed overtime work without such approva may result in
termination of the telework privilege.

Alternate Workplace Costs
The employee understands that the Government will not be responsible for any operating costs
that are associated with the use of the employee’ s home as an dternate work site, for example,
home maintenance, insurance or utilities. The employee dso understands that any entitlement to
reimbursement for authorized expenses incurred while conducting business for the Governmert,
as provided for by statute or regulation, is not relinquished by this agreement.

Equipment/Supplies
The employee agrees to protect any government-owned equipment and to use the equipment
only for officid purposes. Should the agency agree to provide government-owned equipment
to the employee for the purposes of telework, they may ingtdl, service and maintain such
equipment, as necessary. The employee agreesto indal, service, and maintain any persona
equipment used. The agency agrees to provide the employee with dl necessary office supplies
and dso reimburse the employee for business-related |ong distance telephone cals.
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Security
The applicant agrees to follow al exigting security policies and procedures, including
information technology security. The applicant certifies that (S)he has read and agreesto
comply with the Department’s Remote Access Security Policy and Minimum Implementation
Standards and supplementa operating unit remote access implementation guidance. The
gpplicant agrees to access the Office of the Chief Information Officer webdte periodicaly such
that (S)he will ensure cognizance of current information technology security policies and
procedures. The Title 13 data, Privacy Act data, and other sengitive or classified data may not
be accessed or used from the dternate workplace. Remote access to Lotus Notes will be
granted, as needed.

Liability
The gpplicant understands that the government will not be held ligble for damages to hisher
persond or red property while (s)he isworking at the approved aternate workplace, except to
the extent the government is held liable under the Military Personne and Civilian Employees
Claims Act and the Federa Tort Clams Act.

Alternate Work Site I nspection
The employee agrees to permit the Government to ingpect the dternate work site during the
employee’ s norma working hours to ensure proper maintenance of Government-owned
property and conformance with safety sandards. Thisisin addition to the sdf-certification that
the employee must complete.

Work Area
An applicant working at home agrees to provide a designated work area adequate for
performance of officid duties.

Injury Compensation
The applicant understands that (S)he is covered under the Federa Employees Compensation
Act if injured in the course of actudly performing officid duties at the dternate workplace. The
applicant agrees to notify his’her supervisor immediately of any accident or injury that occurs a
the dternate workplace and to complete any required forms. The supervisor agreesto
investigate such areport as soon as possible.

Work Assignments/Performance
The employee agrees to complete dl assigned work according to guiddines and standardsin
the employee performance plan. The applicant and supervisor agree to exercise good
communication skills and work cooperatively to obtain acommon understanding of
expectations and desired results, and set reasonable and measurable objectives for work to be
accomplished. The employee agrees to provide regular reportsif required by the supervisor to
help judge performance. The employee understands that a decline in performance may be
grounds for terminating or modifying the tdlework arrangemen.

Disclosure
The gpplicant agrees to protect government records from unauthorized disclosure or damage
and will comply with requirements of the Privacy Act of 1974, 5 USC 552(a).
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Standards of Conduct
The gpplicant agreesthat (he is bound by officid standards of conduct while working at the
aternate workplace.

Cancellation
The gpplicant understands that the organization may cancel the telework arrangement and
ingruct him/her to resume working at the office. If the applicant dectsto voluntarily withdraw
from the program, (s)heis expected to give sufficient notice so that arrangements can be made
to accommodate his’her return to a regular work schedule and ()he must complete the
Tdework Termination Form.

Compliance with This Agreement
The employee sfailure to comply with the terms of this agreement may result in the termination
of this agreement and the telework arrangement. Failure to comply dsomay result in
disciplinary action againgt the employee if just cause exists to warrant such action.

Term
Unless canceled or terminated earlier by ether the employee or the employer, this agreement
shall expire on , unless renewed by agreement of the employee and the employer.

Applicant’s Certification
By sgning this agreement, the applicant certifies thet (S)he has read the terms of this agreement
and agreesto follow the policies and procedures outlined in them aswell as dl other gpplicable
policies and procedures:

Applicant’s Sgnature Date

Supervisor’s Certification
By sgning this agreement the immediate supervisor of the employee certifies that the position of
the gpplicant is suitable for telework and that the applicant is persondly eligible for telework.

Supervisor's Signature Date
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Section |1 (To be completed by the approving official)

The gpplication and agreement are:

- Approved as written

- Approved with the following modification:
- Disgpproved for the following reason(s):

Work not suited to telework

Need for office coverage

Employeeisin a developmentd assgnment or pogtion

Alternate work site does not conform with safety requirements
Employee failed to attend required training on telework

Employee does not meet persond digibility requirements
Employee’ swork requires heightened supervison and/or oversght
Other (please specify):

O O O O O o o o

Approving Officid’s Sgnature Date
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SAMPLE SAFETY CHECKLIST

Note: This checklist isto be completed only if the proposed aternate workplace islocated in a
private residence.

This checklist is designed to assess the overdl safety of the designated work area of the
dternate workplace. Each gpplicant should read and complete the self-certification safety
checklist. Upon completion, the checklist should be signed and dated by the applicant and
submitted to the immediate supervisor.

Applicant: Telephone:

Locetion of aternate workplace: Telephone:

Describe the designated work area:

A. Designated work area:
1. Aredl stairswith four or more steps equipped with handrails?
Yes No N/A
2. Areadl circuit breakers and/or fusesin the eectricd pand labeed as to intended service?
Yes No N/A
3. Isadl dectrica equipment free of recognized hazards that would cause physica harm (frayed
wires, bare conductors, loose wires, flexible wires running through the walls, exposed wires
fixed to the ceiling)?
Yes No N/A
4. Will the building' s dectrica system permit the grounding of dectrical equipment?
Yes No N/A

5. Areades, doorways, and corners free of obstructions to permit visibility and movement?

Yes No N/A
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6. Arefile cabinets and storage closets arranged so drawers and doors do not open into
walkways?

Yes No N/A
7. Arethe chair cagters (whedls) secure and the rungs and legs of the chair sturdy?
Yes No N/A

8. Arethe phonelines, eectrical cords, and extension wires secured under adesk or aongside
a baseboard?

Yes No N/A
9. Isthe office gpace neet, clean, and free of excessve amounts of combustibles?
Yes No N/A
10. Arefloor surfaces clean, dry, and level?
Yes No N/A
11. Are carpets well-secured to the floor and free of frayed or worn seams?
Yes No N/A
12. Isthere sufficient light for reading?

Yes No N/A

B. COMPUTER WORKSTATION (IF APPLICABLE)

13. Isyour chair adjustable?
Yes No N/A
14. Do you know how to adjust your chair?

Yes No N/A
15. Isyour back adequately supported by a backrest?

Yes No N/A
16. Areyour feet on the floor or fully supported by afootrest?
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Yes No N/A

17. Areyou satigfied with the placement of your Visud Display Termind (VDT) and

keyboard?
Yes No N/A
18. Isit easy to read the text on your screen?

19.

20.

21.

22.

23.

24

25.

Yes No N/A

Do you need a document holder?
Yes No N/A
Do you have enough leg room at your desk?

Yes No N/A
Isthe VDT screen free from noticeable glare?

Yes No N/A

Isthetop of the VDT screen eyelevel?
Yes No N/A

|s there space to rest the arms while not keying?
Yes No N/A
When keying, are your forearms close to pardld with the floor?

Yes No N/A
Areyour wrigsfairly sraight when keying?

Yes No N/A

By signing this document, the applicant certifies that al of the above gpplicable questions were

answered in the affirmative or, if answered in the negative, that the applicant will take al necessary
corrective actions to eiminate any hazard (as revealed by a negative response) before (s)he beginsto

telework.

Applicant’s Signature Date
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SAMPLE TELEWORK TERMINATION FORM

Thetdlework option is a privilege and not an employee right but rether fals under the
supervisor’ s discretion to determine how work should be accomplished with the organi zation.
Termination from the telework agreement can be ether voluntary or involuntary.

Thisis notification that the telework agreement which was signed on IS
no longer in effect and is hereby terminated.

Termination is based on (Please check one):
- Voluntary Withdrawa
- Involuntary Withdrawa
If involuntary terminated, this decision was based on:
- Requirements of the Current Work Assgnment
- Reassgnment or Change in Duties
- Lack of Office Coverage

- Falure to Maintain Employee Eligibility Standards

- Other (Please Specify):
Receipt Acknowledged
Employee' s Signature Date
Supervisor's Signature Date
Department of Commerce Telework Program January 2003

23




Department of Commerce Telework Program

24

January 2003




